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1 OVERVIEW 
 

The CMUG has planned several requirements meetings to clarify the requirements for the Committee Management 
redesign.   This document lists the requirements that were discussed at the October 24, 2001 meeting.   This meeting 
was held from 1pm – 4pm in Neurosciences Building, room D.     The requirements that were discussed at this 
meeting involve the Slate reports.   It is a requirement to allow for digitally signing slates.  In order to do this, the 
slate reports will be sent electronically for review to each signer.  Currently, the slate reports are not designed for 
electronic viewing.   Samples of these reports are included in the following sections so we can make 
recommendations for redesigning these reports.  Approval for the new designs must come from the Acting Director, 
NIH and LaVerne Stringfield. 

 

2 REQUIREMENTS  
 

 
2.1 Meeting Data Screen – Ethnicity/Race 

 
2.1.1 Existing Information 
  
OMB has changed the way race and ethnicity are identified.  It is necessary to make changes to the 
database and on data entry screens in the IMPAC II Modules.  A new “Ethnicity” field will be added to the 
Sensitive Information Screen.  Users will now enter data into the ethnicity field as well as race field when 
recording sensitive data on potential nominees/consultants who will serve on advisory committees.  It will 
not be necessary to make corrections to current person profile records. The ethnicity field for those 
individual already in the database will be set to NULL. 
 
During this transition period, other business areas may receive data in the old and new ways so the 
system will be flexible to accommodate both.  The NIH Consultant Information form has been updated to 
allow potential nominees/consultants to identify their race and ethnicity.  As of the November deployment, 
users should code appropriate data in the ethnicity field as well as the race fields.   
 
Below is an explanation of the changes that will be made to the CM Module as well as the 
Female/Minority report.  
   
CM IMPAC II  
 
Ethnicity field - This is a new field that will be added to the CM Module.  The following values are 
available for selection in the Ethnicity field.  Users should select a value and then select a race code. 
 

Ethnicity Values 

H - Hispanic/Latino  

N - Non-Hispanic 

W - Intentionally Withheld 

U- Unknown 
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Race Field - ‘More than One Race’ value has been added as an option when a nominee/consultant 
selects multiple races.   

 
 

Race Values 

7 - More than one race - If the 
nominee/consultant selects more than one 
race on the NIH Consultant Information form 
then select this code in the CM Module 
1 - American Indian or Alaskan 

2 - Asian 

3 - Black or African American 

4- Hispanic or Latino (will be used until old 
forms phase out, e.g. 398 grant application 
and 2271 training appt. form. 
5 - White 

6 - Native Hawaiian or Pacific Islander 

9 - Intentionally Withheld 

0 - Unknown 

 

 
2.1.2 Questions/Additional Information Needed 
 

1. How do you want to indicate data is missing? 

No change at this time. 

2. How do you want to indicate data was not reported? 

No change at this time. 

3. What is the priority for this enhancement?  Should this enhancement be made to the existing system or can 
it wait for the redesign? 

November deployment. 
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2.2 Slate Package Reports 

The following is a list of the documents that make up a slate package.  Not all documents are necessary in each slate 
package.   

 
Document Generated in CM Required Signature(s) Under what condition should 

the document be included in the 
Slate Package 

Memorandum to the 
Secretary (illustration 24 
from the Committee 
Management Handbook) 

No White House Liaison Nominees appointed by the 
Secretary or the President 

Transmittal Memo for 
Secretary – Appointed 
Committees (illustration 23 
from the Committee 
Management Handbook) 

No Director, NIH Nominees appointed by the 
Secretary or the President 

Worksheet Report  Yes (CM6010) IC CMO Always 
Professional Area 
Breakdown Report 

Yes (CM6005) None Always 

Committee Roster Yes (CM6055) None Always 
Nominations for Approval 
Roster 

Yes (CM6035) IC Director 
Deputy Director, NIH 
and/or  
Director, NIH 
If BSC, Deputy Director 
of Intramural Research 

Always 

Individual Nominee Data 
Sheet  

Yes (CM6015) IC Director 
or 
Director, NIH 

The Individual Nominee Data 
Sheet or the HHS-532 is included 
in the slate package. 

HHS-532 Yes (CM6030) IC Director 
Director, NIH 
Secretary, HHS 

The Individual Nominee Data 
Sheet or the HHS-532 is included 
in the slate package 

Service History Report Yes (CM6025) None Always 
Grant History Report Yes (CM6020) None Always 
Waivers, if necessary No Director, NIH Specific nominee requires waiver 

for excessive service, multiple 
committee membership, or  is 
located at the same institution as a 
current member. 

Resumes No None Always 
Slate History Report No None Always 
 
 
2.2.1 General Slate Package Questions 
 

1. When preparing the slate package, should CM have a checklist that allows the user to select which 
documents should be included in the slate package?  Should this checklist allow the users to define the 
order in which these documents are displayed? 
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Yes.  The documents should default to checked based on the type of committee.  The users can uncheck or 
check documents.  Have only one parameter form when printing the complete slate package instead of one 
parameter form for each report as it is currently.  The criteria for which documents should be defaulted for 
the various types of committees is also found in this document. 

 

Include instructions on how to use the dates on the parameter forms. 

 

The entire slate package may be saved as a single PDF file and saved in the database.  The data for the 
slate will be frozen.  Changes that may be made to data after a slate is submitted will not be reflected on 
these reports.   Some of the CV’s can be 150 pages.   Analysis needs to be done on the storage 
requirements.  

 

2. What is the deciding factor as to whether to include the HHS-532 or the Individual Nominee Datasheet in a 
slate package? 

 

HHS-532 for NAC, PAC and BSC 

Individual Nominee Datasheet for IRG 

SEPs do not use these reports 

 

3. What is the priority for this item?   Should this enhancement be made to the existing system or can it wait 
for the redesign? 

 

Redesign 
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2.3 2 Cover Letters for Slate Package 

 
2.3.1 Existing Requirements 
The following image is a sample cover letter.  It is two pages.  This document is not currently generated through 
Committee Management.   
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The following is another sample cover letter.  It is two pages.  It is not generated through CM. 
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2.3.2 Questions/Additional Information 
 

1. Should this document be stored in CM as part of the slate package?   

 

Yes 

 

2. If no, how does this document get approved through electronic submission? 

 

N/A 

 

3. If the document is generated through CM, how do we know which document to generate? 

 

If the committee is Secretary Appointed, include both memos. 

 

Add a comment field to the Nomination Screen.   Print the comment on the memos in the recommendation 
section. 

 

4. If the document is stored in CM but typed in a Word Processor, we can borrow from Peer Review.   The 
Peer Review system has functionality that allows users to import summary statements that have been typed 
in a word processor.    Please review the screen images on the following pages.  Will this functionality 
work for the cover letters? 

 

The R&R Mailer Feature may be a better option.  A demo will be scheduled at another requirements 
meeting. 

Add Spell Check. 
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Peer Review provides an ‘Import Text’ button to initiate the importing of the summary statements. 

 
 

The import text button displays an “Import Text” box that allows users to select the file to import.  Peer 
Review defaults to a specific directory and filename (based on the summary statement to be imported).   
This functionality can be changed – we can default the directory to whatever directory is decided and 
either default the filename or leave it blank. 
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The user clicks on save once they have selected the document they want to import.  The system then 
displays the message below when it imports the document.    This message can be customized for CM. 

 

  
 

Peer Review provides a View button that allows users to view the imported text in a PDF format.  There 
is also an export feature that will allow users to export the document back into their word processor so 
that the document can be edited.  The screen image bellows points to the Export Text and View text 
buttons. 
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2.4 PAB Report (CM6005) 

2.4.1 Existing Information 
 

Below is a screen image of the PAB Report.  Please review this report and provide recommendations for making it 
more readable in an electronic format. 

 
 
2.4.2 Questions/Additional Information 
 

1. Can information on this report be reformatted or combined with another report to limit the number of 
reports or provide a more electronic friendly report? 

 

No 

 

2. What is the priority of this item? 

 

No change.
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2.5 Worksheet Report (CM6010) 

 
2.5.1 Existing Information 
 

Below is a screen image of the Worksheet Report.  Please review this report and provide recommendations for 
making it more readable in an electronic format. 
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2.5.2 Questions/Additional Information 
 

 

1. Can information on this report be reformatted or combined with another report to limit the number of 
reports or provide a more electronic friendly report? 

 

Put a box around the comments section.   

Modify the Annual Rotation section to display both the current and the proposed rotation. 

 

2. What is the priority of this item? 

 

Redesign
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2.6 Committee Roster (CM6055) 

2.6.1 Existing Information 
 

Below is a screen image of the Committee Roster Report.  Please review this report and provide recommendations 
for making it more readable in an electronic format. 
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2.6.2 Questions/Additional Information 
 

1. Can information on this report be reformatted or combined with another report to limit the number of 
reports or provide a more electronic friendly report? 

 

Make the columns wider so there is more room for the degrees 

If the chair is appointed by the charter do not display the end date 

Allow users to enter the order in which they want the degrees to be displayed on reports 

 

2. What is the priority of this item? 

 

As soon as possible, make the columns wider and make the modification for the chair appointed by charter.  
If possible, allow for entering the ordering of degrees now.   The ordering of degrees can wait for the 
redesign. 
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2.7 Nominations for Approval Roster (CM6035) 

 
2.7.1 Existing Information 
 

Below is a screen image of the Nominations for Approval Roster.  Please review this report and provide 
recommendations for making it more readable in an electronic format. 
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2.7.2 Questions/Additional Information 
 

1. Can information on this report be reformatted or combined with another report to limit the number of 
reports or provide a more electronic friendly report? 

 

Store the signature blocks in a table.  Provide OFACP access to update the signature blocks.  The 
signature blocks should be stored by institute and committee type.   

 

2. What is the priority of this item? 

 

Redesign
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2.8 Individual Nominee Data Sheet (CM6015) 

 
2.8.1 Existing Information 
 

Below is a screen image of the Individual Nominee Data Sheet.  Please review this report and provide 
recommendations for making it more readable in an electronic format. 
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2.8.2 Questions/Additional Information 
 

1. Can information on this report be reformatted or combined with another report to limit the number of 
reports or provide a more electronic friendly report? 

 

Putting boxes around this report was discussed and it was decided to NOT change the report. 

 

Double space after the Proposed Term line 

 

Double space after the Source of Recommendation line 

 

Put the signature block in a table and allow OFACP staff to update it.  The signature block should be 
by institute and committee type. 

 

2. What is the priority of this item? 

 

The double space items should be done as soon as possible. 

 

The signature block item can wait for the redesign. 
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2.9 HHS-532 (CM6030) 

2.9.1 Existing Information 
 

Below is a screen image of the HHS-532 Report.  Please review this report and provide recommendations for 
making it more readable in an electronic format. 
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2.9.2 Questions/Additional Information 
 

1. Can information on this report be reformatted or combined with another report to limit the number of 
reports or provide a more electronic friendly report? 

 

No 

 

2. What is the priority of this item? 

 

No change. 
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2.10 Service History Report (CM6025) 

 
2.10.1 Existing Information 
 

Below is a screen image of the Service History Report.  Please review this report and provide recommendations for 
making it more readable in an electronic format. 
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2.10.2 Questions/Additional Information 
 

1. Can information on this report be reformatted or combined with another report to limit the number of 
reports or provide a more electronic friendly report? 

 

Add SRA Designator, Flex and Group Code for SEPs 

 

Sort by most Recent, Standing Members, TMPs then SEPs 

 

Add an IC after Cmte Name Column 

 

2. What is the priority of this item? 

 

Redesign 
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2.11 NIH Research Support Report (CM6020) 

 
2.11.1 Existing Information 
 

Below is a screen image of the NIH Research Support Report (Grant History Report).  Please review this report and 
provide recommendations for making it more readable in an electronic format. 

 
 
2.11.2 Questions/Additional Information 
 

1. Can information on this report be reformatted or combined with another report to limit the number of 
reports or provide a more electronic friendly report? 

 

As an option, include the acronym the grant was reviewed under.   For SEPs, include SRA designator, flex 
and group code.  Default to not including this information. 

 

As an option, include contracts, subprojects and unfunded application like the Person Search screen.  
Default to not including this information. 
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2. What is the priority of this item? 

 

Redesign.
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2.12 Waivers and Resumes 

 
2.12.1 Existing Information 
 

Waiver Justifications and Resumes are unique and therefore we must give users the most flexibility in preparing 
these documents.   A sample Waiver Justification is below. 
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2.12.2 Questions 
 

1. Will the functionality used in Peer Review for summary statements work for waivers and resumes? 

 

The summary statement feature will work for waivers and CV’s. 

Allow for importing a PDF image. 

Allow for importing a scanned image. 

 

 

2. Assuming so, where is the best place for the waiver functionality to be available to the user?  On the 
Nomination Slate Screen?    See below for a screen image of the Nomination Slate Screen. 

 

The waiver import should be on the Nomination/Appt screen. 

Add a Waiver Type LOV.  Items to include in the LOV: Streamline and Written Justification. 

Add a Waiver Report to list all waivers for a committee.  See the following section for the format of the 
waiver report. 

 

3. Assuming so, where is the best place for the resume functionality to be available?  Will resumes vary by 
slate?  If so, on the Nomination Slate Screen?  If not, on the person screens?  See below for a screen images 
of the Nomination Slate Screen and the Persons Screen. 

 

The CV import and biosketch (from grant application) should be imported on the Person screen at the 
profile level. 

 

4. What is the priority for this item?   Should this enhancement be made to the existing system or can it wait 
for the redesign? 

 

Redesign. 
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Below is a screen image of the Nomination Slate Screen. 

 
 

Below is a screen image of the Persons Involvement Screen. 
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2.12.3 Waiver Report Format 
 

The sample Waiver Report is 3 pages.    This report is restricted to OFACP use only.  The report will be run for all 
of NIH.  The parameter will be a single date that will select nominees who are proposed to be onboard on that date.  
We will use the proposed start and end dates.  The date parameter will be on or between the proposed start and end 
dates.   The report will select only those nominees that have a value selected in the new Waiver Type LOV that will 
be on the nomination/appointment screen. 
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2.13 Slate History Report  

 
2.13.1 Existing Information 
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2.13.2 Questions/Additional Information 
 

1. Should this document be stored in CM? 

 

Yes. 

 

2. If it should be stored in CM, should the slate history information be stored in the database as fields?  Or, 
should it be stored as a document through a process similar to how Peer Review stores summary 
statements? 

 

Store as database fields. 

Change the Comments field on the Nomination Slate screen to Worksheet Comments or W/S Comments. 

Add a new field, Slate Comments.  The Slate Comment will output on the Slate history report.  The Slate 
Comments field is restricted to OFACP use only. 

The parameters for the report are committee and year.   

They also need the capability to print out all comments by year or select specific years to print out on one 
page.

 

3. What is the priority of this item? 

 

Redesign
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2.14 Committee Status Screen Levels of Approval 

 
2.14.1 Existing Information 
 

The Committee Status Screen allows users to view nominees and members at varying levels of approval.  Will this 
change since we will be tracking in more detail the slate approvals?  See the Committee Status Screen image below. 

 

 
 
2.14.2 Questions/Additional Information 
 

1. Currently we are displaying nominees at the following levels of approval: 

• Initial IC Hold 

• IC CMO Cleared 

• OFACP Cleared 

• Approved 

• Appointed 

If the slate process does change to an electronic approval, do you want to see the nominees at all levels of 
approval?  The following are levels of approval that a slate can go through: 

 

• IC CMO 
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• IC Director 

• Deputy Director, NIH 

• Director, NIH 

• Secretary, HHS 

• Deputy Director of Intramural Research 

• White House Liason 

• U.S. President 

 

 

Only if electronic/digital signatures are done. 

 

An additional requirement for the Cmte Status Screen was discussed at this meeting.  Modify the Set Filter 
button to allow users to filter on the following: 

Appointment Type 

Member Type – Regular, Reappoinment, Reassignment or Adhoc/Tmp 

 

2. What is the priority of this item? 

 

Redesign. 
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2.15 Nomination Slate Screen 

 

 
2.15.1 Existing Information 
 

The Nomination Slate Screen allows users to view nominees and members at varying levels of approval.  Will this 
change since we will be tracking in more detail the slate approvals?  See the Nomination Slate Screen image below. 

 

 
 

 
2.15.2 Questions/Additional Information 
 

1. Currently we display the following levels of approval: 

• IC CMO 

• OFACP 

• Agency 

• DHHS 

• President 
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If the slate process does change to an electronic approval, do you want to see all levels of approval?  The 
following are levels of approval that a slate can go through: 

 

• IC CMO 

• IC Director 

• Deputy Director, NIH 

• Director, NIH 

• Secretary, HHS 

• Director, NIH 

• Deputy Director of Intramural Research 

• White House Liason 

• U.S. President 

 

 

Yes 

 

2. Do you want to track and display the date for each level of approval? 

 

Yes 

 

3. What is the priority of this item? 

 

Redesign 

 


